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Office of the Governor 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  

The Governor's Office of Special Affairs is responsible for providing 
assistance and support to the Governor. The Office acts as liaison 
with consumer affairs organizations, the Southern Growth Policies 
BoaGd, state.agencies, and county and municipal governments, and 
provides technical assistance and expertise to these organizations. 
The Office also administers the Governor's Intern Program by recruit- 
ing students to provide short-term project-oriented assistance to 
organizations and agencies. 

./ 

1.This file contains the following documents (include form numbers and titles, if any, 
and file arrangement). 

Documents relating to: Maintaining background information on each intern. 

Included are: Personnel folders for each intern containing (1) appli- 
cation for participation int the program, (2) internship appointment 

sand heeeptdnce form, (31 project outline guides, (4) copies of 
transmittal memo accompanying stipend payments and ( 5 )  related 
correspondence and other documents, 

File is arranged: Chronologically by academic quarter; thereunder 
alphabetically by name of intern. 

ATTACH SAMPLES OF TIIE FILE 



13. Is t h i s  t h e  Record Copy o f t h e  series? [XI r- I 
1 4 .  Is t h e r e  a dupl ica t ion  of t h i s  series i n  another o f f i c e  o r  agency? [ 1 k1 

15. Is the  information contained i n  t h i s  series ever suqnarized or published? [ I  k1 
16. Does the  s e r i e s  contain c l a s s i f i e d  infoxmation'requiring s e c u r i t y  handling? [ I  k l  

17 .  Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency p o l i c i e s  and procedures? [ I  [ X I  

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyea? [XI [ 1 

19. Is t h e  series ( o r  major por t ion  of it) regular ly  microfilmed? If yes ,  why? [ I [ X I  

20.  Does the  record series provide da t a  as input t o  an EDP f i l e ?  I 1 [XI 

21. Does the  record series contain documentation produced  as^ EDP Fr in tou t?  [ 1 [ X I  

Attach copy of summary o r  publ ica t ion .  .. 

~. :.- 

22. Has t h e  Federal Government i ssued  in s t ruc t ions  governing t h e  retention/dispo- [ ] [XI 
s i t i o n  of these fi les? ~. .. 

~. . ~~ 

. .  ~- 
23. Will t h e r e  be a need f o r  these  records 10, 15 years  from now? If yes ,  what? I [XI 

~ 

~~ 

years : 8 
~~ 

24. REQUIREMENTS. Ti-.e following requires the  f i l e s  t o  be kept '  

a. [ ]STATE ~ b. []STATUE OF c. []AUDIT 'a. []FEDERAL e .  ~AiMI7i ISTF~TI~E f .  [ ]HISPGRTC,f,L 
LAW LIMITATIOX PERIOD L A W  DECTSIOT! VPI  IiE 

(Ci te  Law, Statute ,  o r  other reason for the r e t e i : t&  r - - . i : L z ~ ~ + t !  
P r o s p e c t i v e  e m p l o y e r s  w i l l  n e e d  v e r i f i c a t i o n  t h a t  a p p l i c a n t s  
worked  i n  G o v e r n o r ' s  I n t e r n  P rogram.  

25. AGENCY RECOWENDATIONS. This agency recommends t h a t  t he  f i l e  s e r i e s  be cu t  o f f  a t  the  e n d  
of each -agCALENDAR YEAR -[]FISCAL YEAR -[]OTHER .then : 

k ]  Hold i n  t h e  current f i l es  area ' month(s)/ 2 y e a r ( s ) :  
[XI Transfer t o  k 1 S t a t e  Records Center [ 1 Local Holding Area; hold 
[ X I  Destroy. 
[ 1 Transfer t o  S t a t e  Archives f o r  permanent re ten t ion .  . . 

[ 1 Other: (Specify) . .  

6 y e a r ( s ) :  .~ . .~ 

- - .~ .. 

- [ 1 Destroy immediately   after cut-off. . ~ 

- - ~ . L  

~ _. - 
- .. 

.. 

.. I I n d i c a t e ~ e f l . y l r a t i a a l e  for recornendations above/or wr i t e  addit ional  remarks) : 

OTHER REQUIRED SIGNATURES DATE 
Date 


